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Creating a New Invoice

To create a new invoice:

1. Inthe PowerTrack welcome screen, on the Transactions menu, click Household
Goods.

r=F

Ei P OH-—"'E?'TTA‘:IC-&. A : art Currency™

E:Ehﬂllk. & ] ements  Reports cchiange  Configuration: Mavigstion  Log COut

2. Inthe Find Documents screen, on the Daily Work menu, point to Financial Documents,
and then click Create Invoice.

Ei POI-F{’.?'T}’.{IC;{“I‘ . Find Documents
et il
IBbank. Hoime 5 elp

Create |

Create eBil

3.

default. Click OK

a Select Data Entry Method -- Web Page Dialog X

Please select a data entry template {press enter for default):
" PawerTrack Irvoice

@ HHG Invoice (defanl)

T

4. The New Invoice window displays.

5. Continue to the next topic: Entering Document Header Information.
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Entering Document Header Information

@IMPORTANT NOTE: Do not click Save and Send . =3+ and Send |unti| the entire invoice
has been entered!

Entering Document Information

The Document Information area of the New Invoice window is where you indicate identifying
characteristics of the invoice, such as document numbers and move type.

- Document Information

Do 10 [Inwoice Number) ICH12551

Order Murmber [BIOL) I..IF'55185?

lssue Date [Invoice Date) ||:|m1r2|:u:|4 Eﬁ’l

Pickup Date [pez172004 Iﬂ’l
Mowe Type IElaggage TI
Default Discount Percentage I'1IIIEI

To enter document information:

1. Inthe Doc ID box, enter your invoice number.
2. Inthe Order Number box, enter the government bill of lading number.
(b This number can be found on the top right of the U.S. Government Bill of Lading
form.
(b Do not enter hyphens. Omit any hyphens from the number.

3. The Issue Date box pre-populates to the current date. If necessary, change the date to
the date your invoice was issued (M[M]/D[D]J/YYYY).

4. Inthe Pickup Date box, enter the date you picked up the goods for transport
(M[M]/DIDJ/YYYY).

5. Inthe Move Type list, select the appropriate option: "Baggage," "Domestic," or
"International.”

6. The Default Discount Percentage box defaults to 100%. Changing this percent will
cause all line items entered to automatically calculate price based on the default
percentage. The percentage can be changed on a line-by-line basis, regardless of the
Default entry. To change this default, enter the whole number without a percent sign.

7. Continue to the next task: Entering Participants.
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Entering Participants

The Participants area of the New Invoice window is where you indicate the buying and selling
parties.

~Participants
Seller [Pay=e Code] 1I2I‘u1Ff1‘x1 220

Carrier [Seller] SCAC ChFA

Buyer (Qrigin PPS0 GELOC) |[HAFC
De=tination Authority WMLNO
[Destination PRS0 GELOC)

To enter participant information:

1. Inthe Seller box, enter your SCAC plus:

e If your company uses EDI, enter your 4 digit payee code assigned by DFAS; for
example, CCHA4625. Note that your company may have multiple codes per
SCAC, as each code is for a specific bank account. If you do not know your
payee code, contact PowerTrack Customer Support at 1-866-561-6930.

e If your company does not use EDI, enter "HHG"; for example, CCHAHHG.

2. Inthe Carrier (Seller) SCAC box, enter your SCAC. If your company has multiple
SCACs, enter the one for which this invoice is under.

In the Buyer box, enter the origin PPSOs GLBOC.
In the Destination Authority box, enter the destination PPSOs GBLOC.

Continue to the next task: Entering Ship From/To Addresses
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The Ship From/To Addresses area of the New Invoice window is where you enter the origin and
destination of the shipment, as indicated on the government BOL, which is necessary for rating.

~Ship From/To Addresses

Ship From!To Mame
[Member Name [last, first])

Ship From Address

FPostal Code 1?8212

|stokes, Richard

Rate Ares se9 (OCONUS Only)

City JSan Antonia

Country  |UNITED STATES OF AMERICA -]
Rate fres | (OCONUS Only

Ship To Address

Postal Code [osee0

City ]H-:nn-:nlulu

Courtry  |UMITED STATES OF AMERICA =

@ The ship from and ship to addresses are located in Block 19 and 18, respectively,
of the Government Bill of Lading, and may not be the actual pick up and delivery

addresses.

@ If a location is CONUS (continental U.S. and Alaska), the postal code is used in the
background to determine the county, which is used for rating. If a location is OCONUS
(outside continental U.S., i.e., international, as well as U.S. territories), a rate area must
be entered instead. For shipments to and/or from Hawaii, both a postal code and

rate area must be entered for the Hawaii address.

To enter ship from and ship to information:

1. Inthe Ship From/To Name box, enter the service member's name as "Last, First."

2. Locate the Ship From address in Block 19 of the Government Bill of Lading.

3. Inthe Ship From Postal Code box:

e |f the shipment is from a CONUS location (including Alaska), enter the 5-digit

Ship From postal code.

o |f the shipment is from Hawaii, enter the 5-digit Ship From postal code.

e If the shipment is from an OCONUS location (including the U.S. territories), do

not enter a Postal Code.

In the Ship From City box, enter the Ship From city.

In the Ship From Country box, select the Ship From country if other than "UNITED

STATES OF AMERICA."



6.

10.

11.

12.

Household Goods
Manual Invoice Entry User Guide

In the Ship From Rate Area box:

If the shipment is from a CONUS location (including Alaska), leave this box
empty.

If the shipment is from Hawaii, enter the Ship From rate area. This can be found
in Box 19 of the U.S. Government Bill of Lading.

If the shipment is from an OCONUS location (including the U.S. territories), enter
the Ship From rate area. This can be found in Box 19 of the U.S. Government
Bill of Lading.

Locate the Ship To address in Block 18 of the Government Bill of Lading.
In the Ship To Postal Code box:

If the shipment is to a CONUS location (including Alaska), enter the 5-digit Ship
To postal code.

If the shipment is to Hawaii, enter the 5-digit Ship To postal code.

If the shipment is to an OCONUS location (including the U.S. territories), do not
enter a Postal Code.

In the Ship To City box, enter the Ship To city.

In the Ship To Country box, select the Ship To country if other than "UNITED STATES
OF AMERICA."

In the Ship To Rate Area box:

If the shipment is to a CONUS location (including Alaska), leave this box empty.

If the shipment is to Hawaii, enter the Ship To rate area. This can be found in
Box 18 of the U.S. Government Bill of Lading.

If the shipment is to an OCONUS location (including the U.S. territories), enter
the Ship To rate area. This can be found in Box 18 of the U.S. Government Bill
of Lading.

Continue to the next task: Entering References
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Entering References

The References area of the New Invoice window is where you provide additional information on
the invoice.

References
Originating Company (154 or Master SCAC) JCMFA

Carrier Docurment Reference JER12551

To enter reference information:
1. Inthe Originating Company box:

e If you use EDI (Electronic Data Interchange), enter your ISA #. This number is
the identifier for the transmitting company sending the EDI file. There is only one
ISA # per SCAC.

e If you do not use EDI, enter your master SCAC. If your company only has one
SCAC, this is the same as the SCAC entered in the Carrier SCAC box. If your
company has multiple SCACs, this is the SCAC representing the highest level of
your organization with access to all other organization SCACs. This may be
different than the SCAC entered in the Carrier SCAC box.

2. The Carrier Document Reference box is automatically populated with the Doc ID you
previously entered. If you need to reference this document by another number, you can
change this entry.

3. Continue to the next task: Entering the Delivery Notice.

Entering the Delivery Notice

The Notices area of the New Invoice window is where you indicate the delivery date and delivery
status of the shipment.

Hotices
Effective Date [Delivered Date) 106.-‘3!].-2!]04 E)i
Status [Delivery Type] I Crelivered ;!

To enter notice information:

1. Inthe Effective Date box, enter the date the delivery was completed (M[M]/D[DJ/YYYY),
i.e. the date of service completion.

2. Inthe Status list, click the appropriate final status for the delivery: "Delivered,"
"Reconsigned," or "Storage in Transit."

3. If you need to enter a message, continue to the next task: Entering a Message.
Otherwise, continue to the next topic: Entering Service Charges.
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Entering a Message

The Message area of the New Invoice window is where you can enter a message that relates to
the invoice as a whole.

Message

Delivered on time.

To enter a message:
1. Inthe Message box, enter the message.

2. Continue to the next topic: Entering Service Charges.

(bIMPORTANT NOTE: Do not click Save and Send . Sa¥e and Send |\ il the entire invoice
has been entered!
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Entering Service Charges

An invoice must have at least one service charge.

An important tool to have on hand when entering service charges is SDDC's list of item codes.
This list indicates the acceptable unit of measure and location type, number of units of measure
and location types that must be entered, approval requirements, and alternate weight quantity
requirements for each possible service charge. This list can be found on the SDDC web site:
www.sddc.army.mil.

Sawe and Send

@IMPORTANT NOTE: Do not click Save and Send |unti| the entire invoice

has been entered!

Service Charge Examples

Service charge with two locations and alternate quantity

Service Charges  CurrentLine Value: 1012.32  Document Value: 1012.32
rinvoice Service Charge rLocation 1 Alternate Quantity - Weight
i Loc=ation f UOmM Type - I ﬁ
Lire Number 1 - -
I Purposs I Fidp Addressz _J imight Metweight
g:ﬂl:r Eharg= [y Linehaul Transportation || Postal code !?8212 Quartity 524
Orig/Dest INone 'l City ISan Antanio
UOM Type - I l
Quartity 1 |5ma Courtry | UNITED STATES OF AMERICA | Other "
Uik 1 IEIiIIing ieight 'l Rt Arem I (OCONUS CQuantity I
Quartity 2 I Only) Ocean Carrier References
rLocation 2 Ocean Carrier |
uam z | ] i SCAC
Location I Deliveny Address __:i .
o . Furpose Ocean Carrier
tini mum Price I BOL I
Fostal Code IQBSBD
Base Price |148
I City iHonquIu i
FPercentage 100 essage
| Courtry JUNITED STATES OF AMERICA |
Milezage
R IUSSQ (OCONUS
Only)y

Service charge with two guantities, one location, and two alternate guantities

Service Charges  CurrentLine Value: 20.00  Document Value: 1032.32

Onlyy

rInvoice Service Charge rLocation 1 rAlternate Quantity - Weight
i Location s % Udm Type - Iﬁ
Lime Huriber 2 - -
I Purpose ISenrlce Location _J Wiight MNetweight
Seller Ch: T
Czd:r arge |534A - Long Carry At Mini-Storage Wihs _:l Fostal Code !73213 Quantity |1
Orig/Dest | Origin 'l City ISan Antonio r Alternate Quantity - Other
UOM Type - :
Guantity 1 |1 Country |UNITED STATES OF AMERICA - ther [oistance =l
UM 1 [Each -] rote e | (OCONUS Guartity |150
Quartity 2 [+ Onhy rOcean Carrier References
Ocean Carrier Il
oM 2 IEIiIIing Weight v] e | 5 SCAC
. . Furpose Ocean Carrier
Minimum Frice I BOL I
Fostal Code I
Base Price I2D
City
Percertage |1DD I Mes=age
Courtry I!JNITF.L' ST OF AMERICA ;i
kileage I I
Rate Ares (OCONUS
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Service charge with two locations

Service Charges  Current Line Value: 338.12  Document Value: 1430.44

rinvoice Service Charge rLocation 1
Line tumber 2 :;3?:222 [Picup Address =] tlvgih;rlype - o
Seller Ch
Czd:r arge |405A- Fuel Surcharge-LHS _v_] Postsl Code  |7E212 Guantity I

OrigsDest IDrigin 'i City ;San Antonio
. UM Type - I _i
Quartity 1 I1 Couritry IUNITED STATES OF AMERICA ;! Other

Uam 1 IFI t Rat vi Quartit
at Rate Pt Ars I (OCONUS ¥ |

Quartity 2 | Only) Ocean Carrier References

rLocation 2 Ocean Carrier l|
UM 2 I I Location :_l LA

I Terminal .
o . Furpose Ocean Carrier
Mini rum Frice I

Fostal Code iQDD45 0L
Base Price |pes.12

City ’Los Angeles
Fercentage |1DD Message

Courtry |UNITED STATES OF AMERICA B
Mileage [1354

Wiodien | (OCONUS

Onlyy

Service charge with ocean carrier references

Service Charges  CurrentLine Value: 317.00  Document Value: 1747 44
~Imvoice Service Charge

Line Number |4 Location I _:J UD.M Type - Iﬁ
Furpose Wi ght

Seller Charge [1610- Code 3 Ocean Compensation Fact x| | postal Code I Quartity |

Code
Orig/Dest I Mone vi City |
) e R E—
Guantity 1 [624 Courtry = Other
uam 1 [Bilting weight | Quantit
illing Wireig Y Pt Ars I {OCONUS ¥ I
Quartity 2 [ Only) Ocean Carrier References

Ogean Carrier
ﬁ, OCHD
uamz Location I :_i SCAC !

Minimum Price | P BDET_E” tarrier [ 1p-ssae4g
Postal Code i
Base Price ISD
City
Percertage I1DD Message
Courtry OF AMERICA, _—I
Mileage I
Rate Ares I (OCONUE

Service charge with message

Service Charges  Current Line Value: 17.47  Document Value: 1764.91
rinvoice Service Charge

Line Number !5 Location I _:j UD.M T iﬁ
Furpose Wi ght

Seller Charge  [5aaa volunteer TP (Dom) || postaicose [ | Quartity |

Orig/Dest m City |

Quantity 1 |1 Courtry H gtohv:rwpe 3 i-—‘_!‘
UOM 1 [Eaer =] ez (ocoNUS Quartity |

Quartity 2 | Onhd Ocean Carrier References

Ocean Carrier l
uom 2 I j‘ Location I :! SCAC

P ;
Mini rmum Price l bod BDST_an Carrier l

Postal Code I
Base Fri 1747 —
stk i city [ Equals 1% of invoice before
Percentage J100 Message [this charge]

Courtry JUNITED STATES OF A =
Milezge I

CEE | (OCONUS

Only)
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Quick Tips

@ After you begin entering line items, to access participant information, click the Show
Participant Data link, or press F2 on your keyboard.

@ To navigate through the service charges, use the First Fist| previous _Freviess | Next

”id and Last =2 buttons, or in the box between the buttons, enter the number of the

service charge you want to view.

@ To delete a service charge, click Delete Iltem _ beleteltem | vy, can not delete a service
charge if it is the only charge on the order.

D 1o copy a service charge, display the charge and click Copy Item _ “2P¥tem | A new

service charge line is created that includes all data from the copied charge, and can be
edited.

10
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Entering Service Charge Detail

The Invoice Service Charge area of the New Invoice window is where you select the service
charge code and enter UOM, quantity and price information.

To add a service charge and service charge detail.

1.

10.

11.

If the Service Charges section of the window is not already displayed, click Enter Line

[tems _ Enter Line tems

section displays.

. The Patrticipants section collapses and the Service Charges

e To access participant information, click the show Participant Data link, or press F2
on your keyboard.

In the Invoice Service Charge area, enter the Line Number box, verify the line number of
the service charge on the invoice, and change it if necessary. This number is
automatically populated in numerical order, but can be manually changed.

In the Seller Charge Code list, select the item code.
@ On your keyboard, press the first letter or number of the item code you want to
select to quickly move to that area of the list.

In the Orig/Dest list, select the location of the occurrence of the charge: "Origin,"
"Destination”, or "None."

e This information can be found in column 2 (LOC) on the item code list.

On your keyboard, press the TAB key to move to the next field. Based on your Seller
Charge Code and Orig/Dest selections, the following occurs:

e UOM 1 and, if required, UOM 2, are automatically populated with the UOM(s)
required for the item code.

e Location 1 and, if required, Location 2 areas are made available for data entry.
e Alternate Quantity - Weight and - Other areas are made available for data entry.
In the Quantity 1 box, enter the quantity of the UOM displayed in UOM 1.

(b Any weight quantity must be entered in hundred weight.

If a UOM 2 was automatically populated, in the Quantity 2 box, enter the quantity of the
UOM displayed in UOM 2.

In the Minimum Price box, enter the minimum price that can be used for this line.
Enter the Base Price.

In the Percentage box, enter the whole number (no "%" sign) to be used in calculating
the extended price (Base Price * Percentage).

If additional information is required for the service charge, continue to the next applicable

task; otherwise, click New Item _ MM 4 add another service charge, or if you are

finished, continue to the next topic: Saving the Invoice.

11
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Entering Locations (if required)

If Location 1, or both Location 1 and Location 2, are required for the service charge, the location
areas of the Service Charge section become available for data entry.

(b If a location is CONUS (continental U.S. and Alaska), the postal code is used in the

background to determine the county, which is used for rating. If a location is OCONUS
(outside continental U.S., i.e., international, as well as U.S. territories), a rate area must
be entered instead. For locations in Hawaii, both a postal code and rate area must
be entered for the Hawaii address.

To enter Location 1 or Location 2, in the appropriate area:

1.

In the Location Purpose list, note the displayed purpose. The purpose was auto-
populated based on the selected Seller Charge Code and Orig/Dest.

In the Postal Code box:

e If the location is CONUS (including Alaska), enter the location's 5-digit postal
code.

e |f the location is in Hawaii, enter the location's 5-digit postal code.

e If the location is OCONUS (including the U.S. territories), do not enter a Postal
Code.

In the City box, enter the location’s city.

In the Country box, select the location's country if other than "UNITED STATES OF
AMERICA."

In the Rate Area box:

e |f the location is CONUS (including Alaska), leave this box empty.

e If the location is in Hawalii, enter the location's rate area.

e If the location is OCONUS (including the U.S. territories), enter the location's rate
area.

If additional information is required for the service charge, continue to the next applicable

task; otherwise, click New Item _ MM 4 add another service charge, or if you are

finished, continue to the next topic: Saving the Invoice.

12
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Entering Alternate Quantities (if required)

If alternate quantities - weight and/or other, such as distance - are required for the service charge,
the alternate quantities areas of the Service Charge section become available for data entry.

(b If UOM 1 is "Billing Weight," the Alternate Quantity Weight UOM Type - Weight must be
selected, and depending on the selection, the actual gross or net weight entered as the
Quantity.

@ Alternate Quantity requirements are found in the Notes column of the item code list.

To enter alternate weight or other quantities, in the appropriate area:
1. Inthe UOM Type - Weight or UOM Type - Other list, select the UOM.
2. Inthe Quantity box, enter the quantity that corresponds with the selected UOM Type.

(b Any weight quantity must be entered in hundred weight.
3. If additional information is required for the service charge, continue to the next applicable

task; otherwise, click New Item _M®"!8M 5 add another service charge, or if you are

finished, continue to the next topic: Saving the Invoice.

Entering Ocean Carrier References (if required)

The Ocean Carrier Reference area is always available for data entry, but is only required if
indicated in the Notes column of the item code list.

To enter ocean carrier reference information:
1. Inthe Ocean Carrier SCAC box, enter the SCAC of the carrier on the ocean BOL.
2. Inthe Ocean Carrier BOL box, enter the BOL number of the ocean transportation.
3. If additional information is required for the service charge, continue to the next applicable

task; otherwise, click New Item _ M2 M 5 add another service charge, or if you are

finished, continue to the next topic: Saving the Invoice.

Entering a Message

The Message area of the Service Charge section is where you can enter a message that relates
to the individual service charge.

To enter a message:

1. Inthe Message box, enter the message.

2. Click New Item M= !t8M k4 add another service charge, or if you are finished, continue
to the next topic: Saving the Invoice.

(bIMPORTANT NOTE: Do not click Save and Send . =2*® 2rd Send |, \1ti| the entire invoice
has been entered!

13
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Saving the Invoice

To save the invoice:

1. On the bottom of the New Invoice screen, click Save and Send

Save and Send |

2. If there are any data problems, such as an invalid SCAC or missing required information,
a message displays indicating the problem, and the invoice is displayed.

3. When the invoice is successfully saved, the New Invoice window closes and you are
returned to the Find Documents window.

rDocument Information

Help [F1

Doc 10 (Invoice Number]  [CR12551

Hide Participant Dsts [F2

Order Humber [BOL) |spss1e7

Issue Date (Invoice Date] ID?!D1."2004 I

Fickup Date |uﬁrz1rznna I
Mowve Type IBEQQEQE ot

Default Discourt Percentags i1DD

r Parlicipants

ICMFA1220
IEMFA

Buyer [Origin PRS0 GELOC) [HAFC

Destination Authority IMLND
[Destination PPS0 GELOC)

Seller [Payes Cade)

Carrier [Seller] SCAC

r References

Carrier Docurnent Reference

Originisting Company (154 or Master SCAC) [CMFA

[cRazs81

r Ship From/To Addresses

Status (Delivery Type|

Effective Date (Delivered Date) [D6/30/2004 Ef?!
Delivered ot

Ship FromiTa Hame

Stokes, Richard
[Member Name uast,hrst]]l il

Ship From Address

Fostal Code |782 12

City [san Antenio

Delivered an tima.

Courtry IUNITED STATES OF AMERICA

Rate rea | (DCONUS Only)

Ship To Address

Postal Code IQBSEU

City [Honaluly

I UNITED STATES OF AMERICA

Rate Area IUSSQ [OCOHUS Only)

Courtry

Service Charges

Current Line Value: 1012.22

Document Yalue: 175491

rInvoice Service Charge rLocation 1 Alternate Quantity - Weight

Lire Mursber 1 Eocalion Fickup Add - Uil iR [Netweight =]

Purpose bl ek Wizight SRsl
Seller Ch - -
gelier tharg® [ LHs - Linehaul Transportation || postal code  [razaz Quartity [z
Orig/Dest Nene -] City [2an antanio

: UOM Type - -
Quartity 1 6.54 Courtry [UNITED STATES OF AMERICA | Diher I H
oM 4 Billing i'eight | iy | (OCONUS Quantity |
Quartity 2 Only) Ocean Carrier References
rLocation 2 Ocean Carrier |

uomz 5| : SCAC

Location Delivery Address - ;
Wiri murn Price Eurposs Oosan Carrier [

BOL

Postal Code 08880
Basa Price 148

City [Honoluly
Percentage 100 Message

Caurtry [UNITED STATES OF aMERICA =
Mileage

usaa
A [ (OCONUS
Onky)
Newttem | Daletettem | Copyitem |

Pravious ”1_ of 5_»53]53'

Save and Send I Cancel I

14



